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6 NOV 1959 ('

MEMORANDUM FOR: The Comptroller

ATTENTION: Administrative Officer
SUBJECT: Reclassification of Position 1900, Fiscal
Control Officer GS-11, 25X1A6a

1. To confirm a telephone conversation between you and a
representative of this Division on 4 November 1959, the subject
position has been reviewed and a determination made that the
appropriate classification of the position is Finance Officer
GS~0510.14~12.,

2, Final establishment of the position at the G5-12 level
is subject to provisions of Agency Notice

25X1A
FOR THE DIRECTOR OF PERSONNEL:

25X1A9a

Chief, Sal and Wagé Division

GRIG gOWMP T b o
QRIC fL3E3 == .- %
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Standard Form 63
Jan, 1652

U. S. GC/ERNMENT

i
MEMORANDUM OF CALL | pate Time
32955
To— 771
Ruby
(] YOU WERE CALLED BY— [J YOU WERE VISITED BY—
Number or code Extension
TELEPHONE:
] PLEASE cALL [J waAITING TO SEE YOU
[0 wiLL cALL AGAIN [ WISHES AN APPOINTMENT

[J RETURNING YOUR CALL

Lerr Tais Messace: £¢cording to FE, the
Job:

discussed the matter with Mr,

yesterdey at which time the whole thillg was

turned over to in turn is
going to discuss the mattér with Mr,
either to or tomorrow. She
will let us know what happens.

So far it has not been resolved, Mr.

Received by—

U. S. GOVERNMENT PRINTING OFFICE : 19570412829

25X1A6a

25X1A9a

25X1A9a
25X1A9a

17 June 1959

Nothing has been resolved re this
posiﬁion as per conversation
between Mr. [Jend . 25X1A%9a

Saunders this date
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ORI CONFIDENTIAL & wav 199
FOR: Chief of Support, FE Division

SUBJECT : Finance Positions NG

REFERENCES  : a. Dispetch [ 2t2 13 Mxy 58, sub): Establisiment
of 7/0 slots for Finance Eranch

b. Memo dtd 16 Jul 58 to C/PED thru SSA-DD/S fr C/FE, subl: 25X1 qu"
Finance Positions, |

¢. Memo a%4 25 Mar 59 to Coupt fr C/Mgmt, subj: Establishment |
|

of 7/0 slot - Pinance Pranch I 25X1A6a

25X1A6a

{

1. 7The Office of the Coampirolier has been in the process of negotiating |

for the past several months with the Chief, Salary snd Wage Division, Office !

of Persormel, snd the Management Staff relative to the estahlishment of a {
G8~-12 Pinence Officer position in | 25X1A6

2. DBased on the information furnished in Dispatch [ s-t-2 25X1A6¢ |
13 May 1958, Reference a., this Office is of the opinion that six position |
slots are required to sdequetely perform the finance duties. On 23 April 1959,
the undersigned met with the Chief, Salery and Wege Division and it wes con-
cluded that the following proposed T/0 eould be approved hy thet Division if %
ceiling and slot are transferred for the (S-5 Fiseal Accounting
Clerk to 3F Career Service:

Carrent T/0 Proposed T/0

)

CONFIDENTIAL

:
32

il
e
.
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;} 3. The proposal upgrades the G8-11 position to (5-12 and trensfers the
! G8-5 Fiscal Accounting Clerk position and ceiling to the 8P Career Service.

| The Mansgement Bteff has sgreed that the propossl eliminetes the objections
raised Ly them in Reference c.

L, It is requested that sppropriate sction be taken %o transfer personnel
eeiling and position for the Fiscal Accounting Clerk to the SF Career Service,and
advise this Office of the effective date. It is believed that this sction is
in line with your proposal mede in reference b.

5. Prompt attention would be sppreciated in this matter since an SF

enployee has been selected to 111 the GS-12 psitiocn end is currently being ?
processed for this assignment. |

|

E. R. SAUNDERE |
Camptroller 5
epr
Distribution: ‘ |
0%l - Addressee :

/1 - Signer
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0]7'266 Memonmdum . UNITED STATES GOVERNMENT

TO

FROM

SUBJECT:

REFS

COMPTROLLER pDATE: 28 MAR 1959

Chief, Management staff

Establishment of T/O Slot - Finance Branch, _ 25X1A6a

A I cated 13 May 1950 25X 1A6¢
B. FE Division Memorandum, dated 16 July 1958

C. Finence Division Memorandum, dated 2 December 1958

D. Finance Division Memorandum, dated 20 February 1959

1. We have examined the position description which wes 25X1ABa
resubmitted for a GS-12 position at* Station. This
position is almost 1dentical to the position of Chief in that
it provides additional supervision rather then working assist-
ance. The Table of Organization shows six positions; a Chief,
G8-13; a Supervisor, GS-11; a Fiscal Acct. Asst., GS-9; two
Fiscal Acct. Assts, GS-T; and one GS-5. The GS-5 position
would be replaced by the proposed GS-12 position. If we
approved the request, three of the six positions would be
supervisory. Three would not. This ratio of 3 - 3 would
make for over-supervision and less productive work.

o, Ve have advised the Salary and Wage Division that we
will not concur in the establishment of the new position until
it is clear that it will nob further increase the number of
supervisory employees.

25X1A%9a
Ed:
The sbove suggests that the whole matter of supervisory
positions might well be a matter of task force concern, Or
at least a source of savings on your O
25X1A%9a
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_ SENDER WILL CHECK CLASSIFIC/ ~ TOP AND BOTTOM
|| UNCLASSIFIED | | CONFIDENTIAL | | SECRET

CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

TO ’ NAME AND ADDRESS INITIALS DATE
! %
»
7
2 /W

25X1A%9a

ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE INFORMATION : SIGNATURE

Remarks: 73;( - éz_; —— e W—

Pner -“““M‘d‘“
ZZ;;;@Z:« W‘“Jr"
W

%W/é
/f%é%// //W /‘“"*‘*

FOLD HERE TO mﬁENDER

FROM: NAME, ADDRESS AND PHONE NO. DATE

| UNCLASSIFIED | | CONFIDENTIAL | SECRET

FORM NO. 2 37 Replaces Form 30-4 (40)
{ APR 55 which may be used. U. S. GOVERNMENT PRINTING OFFICE : 1955-~0-342531
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20 February 1339

NENORANDEM FOR: Chief, Position Evaluation Division

THROUGR : Deputy Wl!uj//ﬁ .
25X1A6a
SUBJECT . yinsnce Position - I ststion
25X1A2
SEFERENCES Aiama 13 May 1958
# = 7% Mvision Nemorendums, dated 16 July 1938

¢ - Pionance Division Memorandum, dated 2 Decemder 1938

1. BReferemce A, B and C were raturned to this office on
% Jumusry 1959 for further consideration as to the degree of responsi-
®ilities ;:_npond 48-12 position would exerclse.

2. The positica description has been rewritten to eliminate the
fmplication that the position would be & full-time Deputy. It is Pelleved
the description as rewritten eliminates this problem. '

3. Members of this office will be glad to discuss anmy aspects of
this position {f you so desire.

25X1A9a

3. Raferesce C
4., Position description - G8-12
pistribution: Orig. & 1 - Addressee w/atts.
1 - Comptroller w/att.#
1 - FE w/att.#
1 - AC/FD w/att.#4
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e 25X1A6a

Pinance Gffficer GS~12

I. DUTIES AND RESPONSIBTLITIES:

1. As Finance Officer and Authorized Certifying Officer
25X1A6a for the incumbent is respousible for assisting the
Senior F e 0 or in providing assistance smd guidence to Station |
personnel on budgetary, monetary and finsncial matters. He will act
as Senior Officer in the absence of the Senior Fimence Officer. As
designated Authorized Certifying Officer, he is responsible for imple-
mentation and execution vithin his area of jurisdiction of all responsie ;
bilities snd activities falling within the purview of that office.

2. Renders opinion(s) to the Semior Finance Officer with perticular
emphasis upon budgetary and financial plsmning, interpretation of regula-
tions, project suthorities, Administrative Plans, Fiscal Annexes, proce-
dures, allowableness of expenditures and the sllocation snd use of
Confidentisl Funds.

3. Assists the Senior Finence Officer in the discharge of the
duties and responsibilities outlined below:

4. Respousible for the financial control of all funds sent i
to this area and for maintenance of sppropriate records to account ‘
for such funds at all times. This requires that the provisions
of Class "A" Station Accounting and Reporting Procedures, FHB

25X1A B sre cosplied with, f.e., records are established to |
cover the receipt, custody, disbursement, trsnsfer snd control of !
funds made available to the installations in the area.

b. Responsible for the review, audit and certification of
all financial transactions occurring at each of the {nstallations “
in the area. :

c. Respomsible for complying with the provisions of the
25X1A Financial Accounting Procedures for Property (Mammasl Method), FHB
I {-e.. financial accounts are meintained covering pro-
perty transactions and the preparation of financial property reports
for submission to Beadquarters on a timely basis.

d. Interprets and implements Headquarters and other applicable
financial regulations, handbooks, Aduinistrative Plans, Fiscal
Annéxss, directivas and instructs appropriate installatiom person-
nel accordingly.

e. Furnishes technical guidance and direction to Station
persomnel assigned responsibility for wmaintenance of accounts,
submittal of financial and budgetary reports end custody of
official funds.
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f. Reviews znd interprete the finsncisl requirements of all
incoming documents im order to determine the effect upon the
station's activities,

g. Determines thst all correspondencs (finance) iz in accor-
dance with applicasble regulatfons and Handbooks, that it is in
proper form snd that the text is clear, accurate and concise.

h. Supervises the reduction and dieposal of finencial records
in accordance with regulations or handbooks.

4. Heintains liaison with other sgencies and commercial
organizations where sppropriate, in comnection with funding and
other fiscal matters.

. Assuras that accounting reports are submitted currently
from operations serviced and that delinquent, suspended or disallowed
ftems are cleared without delay.

k. Guides snd advises individuals handling funds and account-
ings of the proper practices, procedures, mathods, for the pusrpose
of complying with regulations, handbooks and other pertinent finan-
cial finstructions received from headquarters.

1. Establishes and reviews finmancisl and control procedures
for the station and other operations serviced within the area sube
ject to prescribed general Headquarters policies and procedures.
Beviews and analyszes the status of operations and other advances
and takes appropriate administrative actiom to effect settlement
within established due dates. Advises the Semior Finance Officer
and/or Chief of Station on techaical matters and responsibilities
relating to the Finencial Manasgement Improvement Program. Advises
operating personmel on fisancial matters comcerning their specific
activities both in an operating and a plamning stage.

n. Computes and proceases salary due om locel hire comtract
exployees. Establishes and maintains psyroll snd tax records om
local hire contract employees snd field allotment (salary) records
on staff and other contract employees. Adviges station personnel
of their tax responsibilities.

n. Supplies information to Headquarters regarding long and
short term itrends and projections in monetary exchenge rates in
this area.

0. Recefves budget instructions from Headguarters and imstructs
principal operating officials in the preparatiom of the budget esti-
mates for their couwponents. Reviews the estimates for adequacy and
congolidates into finmal form for submiszion to Headquarters.
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P. Provides assistence and guidence to operations officials
in the formulation of the financial requirements for new project or
activity proposals, Administrative Plans and Fiscal Annexes for
submission to Beadquarters for approval.

q.  Performs related work as required.

SUPERVISION AND GUIPANCE

Under the administrative supervision of the Senfor Finence Officer.
written guides for the position are Agency Regulations, Handbooks,
issuances from the Office of the Comptroller, Finance and Budget Divhwn,
Administrative Plans and Fiscal Annexes for Projects. Considerable
smount of work perforwed by the incumbent fs done without deteil pro-
cedures, however, written guides for the project may be utiliszed.

QUALIFICATION REQUIREMENTS:
As prescribed by Qualification Standards.

DISTRNGUISHING FEATURES:

This position is distinguished from lower grade positions by the
fact thet this position has respomsibility snd accountebility to the
Comptroller, Headquarters, for the certification of accountings and claims
submitted by operatiomal projects, activities and installations serviced
in the area. It is a dual position comparable to & Certifying Officer
Position in the Operations and Liaisom Brench; Accountant in the Accounts
Branch, Finance Division and a Budget Analyst, Budget Divisiomn, st Hesd-
quarters.

In addition, this position requires considerable contact with the
Chief of Stetion, Operational Officers aend Case Officers to provide
ssgistance, advice and guidance on finauncial matters for the operations
and activities the aree is responsible for.
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2 December 1958

MDORANDUM FOR: Chief, Position Evaluation Division

Y Acting Comptroller 5/ RoH-FZ-
SUBJECT: yinsace rosttions - [NNNENEGEGEG 25X1A6a
BEFERENCES A- dated 13 May 1958 Or:s. fo PeD

3 ~anm dated 16 July 1958

1. mmehﬂsmmﬁdiﬂtﬁaoﬂuaforrwm
MM&X@M&E&S.

2. The Pinsoce Division concurs in paragraph 2 of Referénce
3 regarding the method of esteblishing tha mev G812 pesitien.

3. The proposed Gs-12 position description attached to

ce A has been raviewed together with the description for the
Sssier Finsnce Officer (C8~13) position snd it was deemed advisable
that both positicn descriptious be revritten. Porwarded for your
coneidaration ave Referencss A md B togsther with the rewritten
dsscriptions for the proposed GS=12 end GS~13 pesitions.

4, Mesbers of this office will be glad to discuas suy sspects
of the pesitions if you desire.

paputy Chief, Finance D

tachments
3. BRefersmte L /o encl.
2' m‘ ‘ w/o encl.
3. Pesition descripticn - €8=12 y/encl.
&, muﬁﬂ m"tm - GB~13 w/enc]_.

pistribution:
giginal and 1 - Addressee
1 - Comptroller i
1 -FD

5X1A9a finance Div/JJ: ¢vt/2295

5 e@f»ﬁ@
\' @@mwﬂ@
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. Deputy Finsace Offfcer G§~12

I. BREIES 4D RESROMSIRILILIES:

3. Aa Daputy Finmce Officer snd Authorised Certifying Officer
for tha incusbent is vesponsible for furnishing
to Station persommel cn budgstary, sonetary
ool financial matters, As designated Authorized Certifying Officer,
B 15 xasponaible for implementation and execution within his ares of
Jurisdiction of all responsibilities snd activitiss falling withia
the purview of that office.

2. Gerves aa financial technical advisor to the Ssmior Finauce
Qfficer snd Chinf of with perticular eaphasis apon
budgatery sad » interpretation of regulations, pro-
Ject suthoricies, muatiu Plang, Fiscal Anneses, procedures,
sliowablensss of sxpenditues sad the sllocation and use of Confi~
dentisl Funds.

3., Ramponsidle, ss Alternste Custodisn, for the financial con-
miaimfmﬂimmmatnmdmmw*uf sppropriate
to sccount for such funds at all times. This requires that
the fons of Clase "A" Station Accounting and Reportimg Procedures,
&u‘ complied with, f.e., records are established to cover
tha receipt, custody, disbursement, tramsfer and control of funds made
availsbles to the imstallations in the ares.

Busponaibie for the review, sudit end certiffeation of all
ﬂamtd txsassctions occurring at sach of the instsllstions in the

C

3. Bemponsible for complying with the provisions of the Finsncisl
Accounting Proceduras for Property (Memual Method), [N ...,
finaneial accounts are maintained covering property transactions and
the praparation of finsucisl property reports for sutaission to Head-
quirters on & timely basis

t ots and implements Meadquarters and other applicable
finmeial ¢ tions, handbooks, Adainistrative Plens, Fiecal Annexss,
ﬂ:utim snd instructs sppropriste instsllation pswscnnel accordingly.

7. Puwroishes technicsl guidance and direction to Station personnel
asaigned responaibility for waintenance of sceounts, submittel of
finsueisl and budgetary veports mnd custedy of Sificial funds,
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8. Reviews and interprets the finencial requiremants of all
'Mz oy, documents in order to determine the effect upons the station’s
setiy .

8. Detexrmines that all correspondence {f{inance) 18 in accordence
with spplicable regulations and Bandbooks, that it is in proper fore
and that the text {s clear, stcurate snd concise.

10. Supervises the reduction sud disposal of financisl records
in sccordsnce with regulations or handbooks.

il. Matatains liafson with other agencies and commercial orgeni-
sations where eppropriste, in connection with funding and other fiscal
natters.

A 12, Assures that sccounting reports are submitted currently from
- eperations serviced and that delinquent, suspended or dissllowed {tems
ars cleared without delay.

13. Guides and advises individusls handiting funds and accountings
ol the ‘gmz practices, procedures, methods, for the purpose of comply~
ing with regulations, handbooks snd other pertinent financial instruc~
tions received from Hesdquarters.

i4. Estsblishes and reviews financisl and control procedures for
the station and other operations serviced within the area subject to
prascribed general Headquarters policies and procedures. Reviews and
saalyses the status of operations and other advances and takas Appro-
priate adainistzative sction to effact sattlement within established
éus dstes. Advises the Semior Finsnce Officer andfor Chief of Station
on tschnical matters sod responsibilities relating to the Financial
Msmagament Improvement Program. Advises opexating persomnel on
fiamwial matters concerning their specific activities both in an

eperating and 2 plavaing stage.

13. Computes mnd processes salary due on local hire contrsct
saployees. Establishes and maintalns payroll and tax records on
local hire contract esployees snd field allotment {salary) records
on stalf and other contract employees. Advises station personnal
of their tax responsibilitias.

16. Supplies informstion to Hegdquarters regarding long and
short ters trends and projections in monatary axchange rates in thie
ares.

17. Recedves budgst fnstructions from Headquarters and instructs
srincipsl operating offfcials in the preparation of the budget estimates
for their components. Reviews the sstimates for adaquacy and conaoli-
dates into final form for submission to Headquarters.
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18. Provides assistance snd guidance te operstions officisls
in the formulstion of the financial requirements for new project or
astivity propossls, Administracive Ylans sad Fiscal Ammemss for
sebmisgion to Neadquarters for spproval.

19. Perferms related work u.uquiud.

Bader the sdministrative supervision of the Bemlor Finamce Officer
and the tschoicsl supervision of the Chief, Fimance Divisionm, Read-
querters. Written guldes for the position are Agency Regulations,
Sandbooks, lssusnces from the Office of the Comptroller, Pinance and
Bwiget Division, Administrative Flans end Fiscal Annexes for Projects.
Considarable amount of work performsd dy the incumbent is done without
ugﬁ procedures, bovever, written guides for the project may be
utilized,

As preacyibed by Quslification Stendsrds.

V. DISINNCUISKING FEATURES:

This position is distinguished from lower grade positioms by the
fact that this position bas responsibility and asccountability to the
Comptreller, WHsadquarters, fox suditing, certifyimg and reporting
21l sccommtings smd claims submitted by operational projects, activi-
ties and instsllations serviced in the avea. It fs a dusl position
comparsble to a Cartifying Officer Position in the Operations and
Lisison Brench; Accountsnt in the Accounts Branch, Tinance Division
snd s Budget Analyst, Budget Division, at Hesdquarters. This position
is the Deputy Finsce Officer in the avea.

In sdéition, this position requires considersble contact with the
Chiaf of Station, Operstional Officers snd Case officers to provide
sspistence, sdvice snd guidance on financial metters for the operations
sad activities the srea is vesponsible for. The incumbeat in this
position has responsibility, as the Altexnate Custodisn, for the con~
trol snd safekeeping of fuuds tramsferred from Headquarters, trans-
fervad from other installations or obtained in the area through
spproved funding devices.
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Senior Finance Officexr 85-13

I. DULIES AND RERSPONSIBILITIES:
1. As Senlor Tinence Officer and Authorized Certifying Officer

|
25X1A6a for tham incumbent {8 responsible for furnishing
assistance and guidance to Station personnel on all budgetary,

monetary, and financisl matters. As designated representative of

the Chief, Finance Diviston and Authorized Certifying Officer, he

i3 responsible for iwplementstion and execution within his area of
jurisdiction of all vesponsibilities and ectivities falling within
the purview of that office.

2. Berves as financial technical sdvisor to the Chief of
with particular emphasis upon budgetary and financial
planning, interpretation of regulations, project suthorities,
Administrative Plans, Piscal Annexes, procedures, allowsbleness of
expenditures, and the allocation and use of Confidentisl Funds.

3. Responsidle, as Official Custodisn, for the finmancial control
of all funds sent to this area and for maintenance of appropriate
records to sccount for such funds st ell times. This requires that
the provisions of Class "A" Station Accounting and Reporting Procedures,
hu‘e complied with, ie., recorda sre established to cover
the receipt, custody, disbursement, transfer, snd control of funds made
available to the installations in the ares.

4. Wespounsible for the review, audit and certiffcation of all
finencial transactions occurring at each of the installations in the
area.

5. TResponsible for complying with the provisions of the Pinancial
Accounting Procaedures for Property (Manual Method), * i.e.,
financial accounts are maintained covering property transactions and
the preparation of financial property reports for submission to Head-
quarters on & timely basis.

6. Interprets snd implements Headquarters and other applicable
financial regulations, handbooks, Administrative Plans, Piscal Annexes,

directives, and inatructs sppropriste installation personnel amccordingly.

7. Furnishes technical guidance and direction to Station personnel
essigned responsibility for maintensnce of accounts, submittal of
finsncial and budgetary reports and custody of officlsl funds.
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8. Reviews and interprets the financial requirements of sll

incoming documents in order to determine the effect upon the station’s

activities.

9., Datermines that all correspondence (finance) is in accordance

with spplicable regulations and Handbooks, that it {s in proper form,
end that the text is clear, accurate and concise.

10. Supervises the reduction and disposal of financiasl records
in sccordance with regulations or handbooks.

11. Msintains liaison with other agencies and commerclal organi~
zations where appropriate, in connection with funding and other fiscal

matters,

12. Assures that sccounting reporta are submitted currently from
operations serviced and that delinquent, suspended or disallowed items

are claared without delay,

13, Ouides and edvises individusls hendling funds and accountings
of the proper practices, procedures, methods, for the purpose of comply~
ing with regulations, handbooks, and other pertinent financial instruc-

tions received from Headquarters.

14, Establishes and reviews f{nancisl and control procedures for
the station and other operations serviced within the sres subject to

preacribed general Headquarters policies and procedures. Reviews and
analyzes the status of operations and other advances and takes sppro-

priate edministrative action to effect settliement within established
due dates. Advises the Chief of Station on technical matters and
responsibilitias relating to the Financial Management Improvement

Program. Advises operating persommel on finmancial matters concerning

their specific activities both in an operating and 2 planning stage.

15, Computes and processes salary due on local hire contract
employees, Establishes and maintains payroll smd tax records on
local hire comtract employees and field allotwent (salary) records
on staff and other contract employees. Advises atetioun personnel
of their tax responsibilities,

16, Suppliers information to Headquarters regarding long and
short term trands and projections {n monetary exchange rates in this
area.

17. Receives budget instructions from Hesdquarters and instructs
principal opersting offfcflals in the preparstion of the budget estimates
for their componcnts. Reviews the estimates for asdequacy and consoli-

dates into final form for submission to Headquarters.
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1v.

18, Provides assistance and guidance to operations officiale
in the formulstion of the financial requirements for new project or
sctivity proposals, Administrative Plans, and Piscal Annexes for
submission to Headquarters for approval.

19. Performs related work ss requirved.

SUPERVISION AND GUIDANCE

Under the administrative superviaion of the Chief of Btation and
the technical supervision of the Chief, Fluance Division, Readquarters.
Written guides for the position are Agency Regulations, Handbooks,
issusnces from the Office of the Comptroller, Finance and Budget
Division, Administrative Plans, and Fiscal Annexes for Projacts.
Considerable amount of work performed by the incumbent is done without
detsil procedures, however, written guides for the project may be
utilized. ‘

As prescribed by Qualification Standards.

DISTINGUISHING FRATURES

This position ig distinguished from lower grade positiona by the
fact that this posttion has full responsibility eand asccountabilfity
to the Comptroller, Headquarters, for esuditing, certifying snd
reporting sll acooomtings and cleims submitted by operational projects,
sctivities snd installations serviced in the area. It Ls a dual
position comparable to & Senior Certifying Officer Pasition in the
Operations and Lisison Branch; Senior Accountant in the Accounts
Branch, Vinance Division and a Senlor Budget Anglyst, Budget Divisfon,
&t Headquarters, This position i{s the Senior Finance Officer in the
ares.

In addition, this position requires considerable contact with the Chief
of Btation, Operational Officers and Case Officers to provide assistance,
advice and guidance on financlal matters for the operations and activities
the area is responsible for., The incumbent in this position has full
responsibility, as the Offfclal Custodlan, for the control end safe~
keeping of funde transferred from Headquarters, transferred from other
tnstallations or obtained in the area through approved funding devices.

iatdiide
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MEMORANDUM FOR: Chief, Position Evaluation Division
THRDUGH + 8SA/DDS

SUBJECT + Finance Positions, [N 2°¢'/62
25X1A6¢
pevEagice o [ dsted 13 Mey 1958

1. The sbove reference presented atyrong arguments for the
ereation of two new finance positions at This reference 25X1A6¢
indicated that at the same time the number of persons employed ’
in the Finance Branch was being reduced from nine to five, the
workload had incressed tremendously because of new responsibilities.

2. The Chief of Station, ]l hes proposed that two new  25X71p6a
slots be established to help take care of the incressed workloed. /
These Jobs are s 48-12, Budget and Finence Officer and a
Pinance Officer (FPA). 4s a compromise, howevar, it is requested
by this division that only the Zirs® job be established by mbelish~
i ing slot 2752, Fiscal Ulerk, 0B=5, and converting 1% to & Sudget '
and Finance OfTIcer posiﬂm.

3, The referenced dispatch, with supporting position descrip-
tions, is forwarded herewith to be of asslstance in establishing
the slot and evaluating the positions,

25X1A9%9a
Chief, Far East Division
Enclosguress

- 25xX1A6c I and
| Supp. pos, des.
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7 S T vl
To : Chief, FE ! Date . e e
25X1A6a \i
From : Chief of Station.- INFO: Chief, Audit Staif
Comptroller
SuBsEoT: G!NEBAL»—STATION/SUPPORT Chief, Fingnce Division

sppoiric— Establishment of T/O Slots for Finance Branch

bsx1A6creFErRENCE: NG

ACTION REQUIRED: Authorize positions

{v 1. The current Table of Organization for [N ich was 25X1A6a -
i approved in May 1956 included six positions allocated to the Finance Branch,

% Xn late summer 1957, the station was advised by Headquarters that the [ IElll25X1A6a
b ceiling allocations were drastically reduced and our structure and staffing .
{ patterns would have to be re-aligned to handle essential workloads. In response

b to this instruction, a revised T/O was submitted on 5 November 1957 and is

% presently pending Headquarters® approval. In this T/0O, the Finance Brancn

: was reduced to five positions. Experience, since November 1957, however,

| has proven that there are two activities which must be performed by qualified

' staff personnel which cannot be accommodated by the reduced T/O. These

two activities are: (a) Financial Property Accounting; and (b) auditing of station

y accounts.

¢ 2. In the case of Financial Property Accounting, this is a new activity
D5X1A63 installed at NN in the fall of 1956. It was determined at that time

that east one additional finance position would be required to carry out this
respansibility (se— 17 September 25X1A6C

5X1A6¢c 1956 I 25 Scptember 1956). In lieu of providing a T/O slot for
: this activity, Headquarters transferred NG - B 05X 1AGa

5X1A6a but carried him on theMMMME /O until his departure in July 1957. Since no  opyqns
X1A2e replagement fo—was provided, the FPA work was backlogged until €
% the station was directed by Headquarters (DIR~-49399, 17 December 1957) to

madatain the accounts. Even though personnel of the Finance Branch have

heen wel on a part-time and overtime schedule, we have been unable to
MW syatem on a current basis., Itis esgential that a slot be zalab-

ified staff employee be recruited irogne diately to pesform this
~titne basis,
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3. A critical situation has developed in the auditing of station accounts
and the administration of the station budget. As a background of the present
problem, the following resumé is provided. Prior to the phase-out of [l 25X1A6a
Station and the cutback of the FE Support Base during 1955~1956, the Finance
Branch was able to obtain TDY personnel from those installations to assist
during period of peak work~load. During 1957, the Staff was temporarily
augmented by the transfer of five employees who brought their T/O slots
from the Support Base and [ Station. These slots reverted to Headquarters 25X1A6a
upon completion of the incumbents! tour. A comparison of the staff positions
allotted to the Branch one year ago with those at the present time is as follows:

March 1, 1957

25X1A9a
25X1A6a
March 1, 1958
One of the key people in the presently reduced staff is 25X1A%9a

who.departs in July 1958, Although Branch personnel have worked heavy over-

time schedules and we have combined activities and functions, reassigned

duties, streamlined procedures, eliminated non~essential functions, and made
maximum use of contract wives for clerical services, it will not be possible

to provide adequate financial support to the station unless a senior experienced

finance officer is provided to assume the duties now performed by [ N 25X1A9a
The duties and workload to be performed by the incumbent are stated in the

attached position description.

/
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4. Although there has been a general reduction of station pusitions over the
past year, there has been no proportionate decrease in station activities. In
fact, the reduction in staff positions has been counterbalanced by the additional
military personnel and technical representatives assigned to tive | NG 25X1A2g
project. The finance problems involved in the administrative support of these
personnel are considerably greater than those encountered in servicing staff

employees.

5., In January 1957, the Finance Branch assumed the responsibility for the

\/Indigenous Disbursing Office which is responsible for the payroll of all indigenons

employees and for the processing of all financial documents in connection with
local procurement. As a result of this disbursing activity, Financial Property
Accounting, and the servicing of NG r:onnels the volume of tinancial 25X1A2g
transactions handled by the Finance Branch has increased steadily. During
fiscal year 1956, the Branch processed an average of 254 vouchers per month.
During fiscal year 1957, an average of 337 vouchers per month were processed
in the central finance office and an average of ~00 vouchers per month were pro-
cessed in the Indigenous Disbursing Office, making a total average of 837 finance
vouchers per month, During fiscal year 1958, the monthly average of vouchers
has increased to 379. In addition, there arc between 800 and 1200 FPA vouchers
forwarded to Finance Branch for processing cach month.

The personnel problems of the Finance Branch were discussed with
_duriug their recent visit to this station. 25X1A2e
Although both officers were aware © B attenpt to reduce the station personnel
ceiling, they concurred in gene ral with the need for additional staff personnel
to carry out the finance responsibilities. also is familiar with

the problems of the Finance Branch. 25X1A2e

7. It is requested that the two positions of Finance Officer, (G§-12, and
Finance Officer (FPA), GS-11, be established and that qualificd personnel be
assigned at the earliest practical date.

25X1A2e

Enclosures: HEREWITH
Two positions descriptions

8 May 1958

Distribution:
3 - GJFE w/encls. in trip. ea.
1 - C/Audit Staff w/1 encl. ea.
1 - Comptroller w/1 encl. ea.
1 - C/Finance Division w/1 encl. ea.

SECRE]—
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POSITION DESCRIPTION

FINANCE OFFICER (FPA) - GS-11/9)

Nature and Purpose of Work 25X1A6
The position is that of Finance Officer (FPA), within the [ a

Btation Finance Office. The finance office's mission is to provide financial

sgpport for the Station. This support includes the fields of budgeting,

funding, accounting and auditing. The finance office operates under the

Class A accounting and reporting procedure. The incumbent of the position is

under the general supervision of the Chief of Finance,ﬁand 25X1A6a

has immediate responsibility for maintaining a system (manual method) of

establishing financial accounting for property and handling and recording

all transactions pertaining to the acquisition, use, and disposal of property

at I Station.

Duties
Responsible for supervision, coordination and operstion of the system
(manual method) of financial accounting for (roperty in accordance with the
prineciples and procedures prescribed in & This involves the
following:
25X1A
1. Establishing and maintaining FPA records, such as: (a) General
Ledger, (b) Posting Journal, and (c¢) Supporting Subsidiary Files
and Records required for certain general ledser accounts.

2. Establishing and maintaining prescribed control and subsidiary
accounts., (There are about 17 control accounts and 25 subsidiary
accounts currently in use.)

3. Preparing and submitting to Headquarters the following monthly
reporis:

(a) Trial Balance of Property Financial Accounts

(b) Schedule of Cost of Property Issues and Cost of Property
Returned to Stock

(c) Schedule of Cost of Property Sold and Property Turned-In for
Credit.

(d) Analysis of Account No. 495, Accountability to Headquarters.

ke Preparing and submitting to Chief, [ lllin Field and at 25X1A2d1
Headquarters monthly statsment of activity in family group &5
accounts,

5. Recording in the records and accounts on a current basis all
documents relating to property subject to FPA procedures. This

Approved For Release 2001/03/30 : CIA-RDP80-01240A000200060002-3
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involves extending and totaling each property transaction docament;
reviewing each document to ascertain correctness of accounting
data shown; recording each document in the posting journil which
is the basis for postings to the ;eneral ledrer accnunts. There
are about 800 to 1200 property documents recorded in the “'PA
records and accounts each month.

Establishing and maintaining procedures for clearance oi Accoints
Payable, covering (1) property procured locally for cash,

(gx credit procurement from official agencies of our country with
payment to be effected at Headquarters, (3) credit procurement
from official agencies of our country which are for payment or
application to Advance Accounts controlled in the field. Prepa-
ration of necessary journal entries to adjust the affected accounts
end establish accountability to Headquarters.

Establishing and maintaining procedures for handling sales of
property to assure (1) proper documentation of each sale.

(2) compliance with existing laws and regulations governing such
sales, (3) billing and establishment of aporovriate record of
amounts receivable from recivients of ine preperty, (L) collection
and turn-in of cash proceeds from each sale, and (5) tuat proper
entries and adjustments are made to the FPA amd Finance accounts
for such transactions.

Preparation of journal entries necessary for the monthlr closing,
and preparation of journal vouchers for adjustment of ditferences
in Finance and/or FPA records.

Joint (FPA Finance Officer and the Accountacle Officer) racon-
ciliation of general ledger accounts with svtock recora cards
representing property on hand, in use, and on lean to others,
Upon completion of reconciliatioen, the FPA Finance Officer will
effect necessary adjustments to the financial accounts and notify
the Accountable Officer of any required adjustments to the stock
record cards.

Initiating and answering correspondence concerning FPA matters,
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“ POSITION DESCRIPTION ‘ BUDGET /FINANCE OFFICER - GS-12

NATURE AND PURPOSE OF WORK
Whe position is that of Finance/Budget Officer, who is Deputy Chief
25X1A6a of Finance for I The finance office's mission is to provide
financial support for the Station. This support includes the fields of
budgeting, funding, accounting and auditing. The finance office operates
under the Class A accounting and reporting procedure. The incumbent of
the position is under the immediate supervision of the Chief of Finance.

DUTIES

Responsible for advising end assisting the Chief of Finange in the
accomplishment of the mission and execution of all tasks assigned to the
finance office. Acts as Chief of Finance in the absence of the Chief.
Tacusbent also serves as Budget Officer for ﬁ (This Station 25X1A6a
has a permanent requirement for a Finance Officer who be responsible
for budgetary matters. While the preparation of the annual budget exercise
requires & comparatively brief period, budgetary problems demand constant
disposition throughout the entire year because of the large number of
operational projects and support activities at this Station.)

As Budget Officer jncumbent is responsible for coordinating and
guiding a1l budgetary and allotment activities of the Station. Prepares
the Station's annual program/budget estimates. Constantly reviews all
operational and support requirements to determine sufficiency of funds
allotted. Prepares quarterly requests for allotments which are forwarded
to Headquarters. Regularly establishes obligations of funds by detailed
snalysis. Establishes and maintains records, controls and procedures
necessary for the obligation of funds, determination of allotment require-
ments and preparation of budgets. Periodically prepares statistical
analyses on projects and activities, expenditures, status of allotments
and budget programs for the guidance and information of the Chief of
Finance and other senior Station officials. Reviews the finance and
budget sections of Project Outlines ard renders assistance and advice in
their preparation., Advises and assists all operational units in their
funding requirements, and coordinates their budget amendments and
preparation of FPOP's,

Supervises and/or performs the following audit activities:

(1) Audit, reconciliation and voucher preparation of wonthly
eperational project and support accountings, special deposit
and workdng fund accountse

(2) Audit end voucher preparation of weekly accountings by the
Indigenous Disbursing Office, Procurement, and Construction.
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J , o IL., [
b {3) Menthly audit and reconciliation of books and records and advance
~25X1A2g scoounts for the] N rreraration of write-off aﬁ i_

Justment voucher, and submission to Headquarters of the
operation statement. ' 25X1A2g

(4) Periodic site audit of books and records of project offices,
sub-bases and other components having large advance accounts;
reviewing their internal accounting procedures and recommending

: where necessary appropriate changes for improving the handling
; and submission of these accountings.

(5) Examinstion and voucher preparation of T/A's involving operational
projects.

{6) Follow up and clearance of audit exceptions.

{‘f) Maintaining constant liaison with all operational elements at the
Station and providing assistance and advice on their funding and
accounting problems.

Conducts liaison with airline concerns, commissaries, etc., and arranges
for charge accounts or other payment plans covering local purchase of trans-
portation, passage, food products, etc.; makes payments in a secure manner;
prepares necessary vouchers and accountings for such transactionse

Responsible for financial administration of the military personnel
assigned to the Station.

Initiates correspondence relative to above activities.

Performs other duties as assigned by the Chief of Finance.
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